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VENDOR OPERATING PROCEDURES MANUAL 
SECTION IV 

DSB--VENDOR OBLIGATIONS 

4.1.  Operating Agreement 

The Operating Agreement Between the DSB 

and the Vendor which must be signed at the 

time the vendor accepts assignment to a 

vending facility sets forth the following terms 

and conditions. 

1.  The responsibilities of the DSB to provide 

management services to the vendor 

including assistance and supervision. 

2.  A statement that the vendor will receive the 

net proceeds from the vending facility which 



 

 

he operates.  Net proceeds are defined as 

the amount remaining from the sale of 

articles or services of vending facilities and 

any vending machine or other income 

accruing to blind vendors after deducting the 

costs of such sale and other expenses 

(excluding set-aside charges required to be 

paid by the blind vendors). 

3.  The duties of the vendor and the requirement 

that the vendor must perform his duties in 

accordance with standards prescribed by 

the DSB, applicable health laws and 

regulations, and with the terms of the permit 



 

 

granted for the contract entered into with the 

Federal or other agency or organization in 

control of the site of the vending facility. 

4.  The responsibility of the vendor to furnish 

such reports as the DSB may require. 

5.  The right of the vendor to terminate the 

Operating Agreement at any time. 

6.  The termination of the Operating Agreement 

upon the termination of the permit or 

contract. 

7.  The termination or revocation of the 

Operating Agreement upon the failure of the 

vendor to operate the vending facility in 



 

 

accordance with the Operating Agreement, 

policies and standards or applicable 

Federal, State or local laws or regulations. 

8.  The vendor's rights and remedies as 

guaranteed under the Randolph-Sheppard 

Act shall be included in the Operating 

Agreement. 

4.2.  Specific Policy Requirements 

4.2.1.   Appearance of Facility.  The vendor is 

responsible for keeping the facility 

clean and neat in appearance at all 

times. 



 

 

4.2.2.   Appearance of Vendor and Employees 

of the Vendor.  The vendor and all 

relief and extra employees are 

expected to be neat and clean in 

appearance at all times.  The vendor 

shall have ultimate responsibility for 

the conduct and appearance of all 

permanent or temporary extra help in 

the employment of the vendor 

assigned to the facility. 

4.2.3.   Betting or Wagering.  The vendor will 

not bet, accept bets, wager, or be a 

party to any activity of this type while 



 

 

managing or in the vicinity of the 

vending facility, except as allowed by 

Arkansas Code Ann. §23-115-601 et. 

seq. 

4.2.4.   Cigarette and Tobacco Permits:  After 

the first cigarette and tobacco permits 

which are purchased as part of the 

initial stocks and equipment, the 

vendor will be responsible for obtaining 

on an annual basis and displaying 

such permits in accordance with 

applicable State regulations.  The fees 



 

 

for the permits will be charged as 

miscellaneous operating expenses. 

4.2.5.   Checks.  The vendor will be personally 

responsible for cashing checks for any 

individual from the cash drawer of the 

facility. 

4.2.6.   Credit.  Customer credit shall be 

granted at the discretion of the vendor.  

Credit arrangements with wholesalers 

and suppliers will be left up to the 

individual vendor provided that such 

arrangements do not result in undue 

complaints or problems. 



 

 

4.2.7.   Display of License.  The vendor's 

license to operate a vending facility will 

be appropriately displayed at the 

location. 

4.2.8.   Food Service Permit.  Vendors 

operating facilities on non-Federal 

property will purchase a Food Service 

Permit from the State Health 

Department each year. 

4.2.9.   Petty Cash.  An amount of petty cash 

shall be maintained at a level which 

coincides with good business 

practices.  The amount of petty cash is 



 

 

shown on the Weekly Sales Report as 

cash at the beginning of the day each 

Friday.  If petty cash is stolen, it will be 

replaced only once during the period 

reporting year and after a police report 

is turned in to the Program.  

Replacement will be limited to the 

assigned amount but only up to a 

maximum of $400.  No other monies 

will be replaced. 

4.2.10.  Pricing of Merchandise.  Prices of 

merchandise will be maintained at 

competitive levels, e.g., those charged 



 

 

by like establishments within the 

geographic area.  However, prices will 

be maintained at levels high enough to 

assure a reasonable profit. 

4.2.11.  Suppliers.  Vendors will make every 

effort to work out problems with 

suppliers.  If problems cannot be 

resolved, the vendor may call the 

specialist for assistance. 

4.2.12.  Telephone Usage.  Collect calls to the 

offices of the specialists or other 

agency personnel are requested to be 

kept to an absolute minimum.  When 



 

 

necessary, long distance calls which 

are business related may be charged 

as operating expense.  Vendors should 

use the In-WAT State Calling System. 

4.2.13.  Training. 

A.  Training a prospective vendor.  If 

requested to do so by the Vending 

Facility Program Training 

Specialist, the vendor will be 

expected to provide on-the-job 

training to a person who is enrolled 

in the training program to become 

a licensed vendor.  The vendor will 



 

 

provide the training under the 

guidance and supervision of the 

training specialist.  The vendor will 

receive a fee for providing training 

services.  Vendors will be selected 

to provide training based upon their 

demonstrated skills and abilities to 

train prospective vendors.  A 

Trainer Agreement Form (see 

Appendix A) will be completed by 

the vendor when providing training. 

B.  Vendor in-service training.  

Periodically, in-service training will 



 

 

be conducted for licensed vendors.  

The training will be provided in 

order to keep vendors aware of 

innovations in management and 

merchandising techniques and of 

changes in policy and procedure. 

When there is documented 

evidence on file that a vendor has 

failed to conform to policy and 

procedures, or whose 

management or merchandising 

skills are less than adequate, it 

may be necessary that the vendor 



 

 

be provided intensive refresher 

training. 

4.2.14.  Coin Wrappers.  The Vending Facility 

Program will not be responsible for 

supplying coin wrappers.  Vendors 

should contact the banking or other 

financial institution with which they do 

business and request supplies of coin 

wrappers from such institutions. 

4.2.15.  Sandwich Labels.  Effective March 1, 

1986, the Vending Facility Program will 

no longer be responsible for supplying 

sandwich labels at cost to vendors.  



 

 

Vendors should contact a printing 

company of the vendor's choice in the 

vendor's local community to request 

supplies of printed sandwich labels.  

The cost of these labels may be 

deducted as an operating expense of 

the business. 

4.2.16.  Firearms or Weapons.  Vendors, or 

their staff, are forbidden to possess 

firearms or weapons under any 

circumstances in the vending facilities 

or on the premises on which the 

vending facility is located.  Weapons 



 

 

are determined by State law.  Violation 

of this policy is grounds for automatic 

revocation of the operating license. 

4.2.17.  Smoking/No Smoking.  The Division of 

Services for the Blind Vending Facility 

Program will comply with the 

specifications of any building manager 

or grantor concerning the designation 

of a vending facility as a smoking or 

non smoking area.  This policy shall 

apply to all vending facilities whether in 

public or private buildings.  In 

situations where smoking has been 



 

 

disallowed by the building manager in 

a vending facility, the licensed blind 

vendor shall also comply with the 

designation of a non smoking area if 

the licensed blind vendor happens to 

be a smoker.  Neither the Vending 

Facility Program staff nor the licensed 

blind vendor shall be responsible, 

however, for enforcement of non 

smoking policies in a vending facility 

and the program will not purchase no 

smoking signs unless extenuating 

circumstances such as the potential 



 

 

loss of a facility is involved if the 

program does not purchase said signs.  

The Vending Facility Program will not 

under any circumstances purchase no 

smoking signs in federal or state 

facilities.  Such signs or other 

enforcement shall be the responsibility 

of the granting federal or state agency 

or designated federal or state property 

manager. 

4.2.18.  Vendors whose average profit 

percentage, excluding rent, is under 

30% gross or 16% net for 8 prior 



 

 

periods will be given a written warning 

by the Administrator that he has three 

operating periods beginning with the 

next period to raise such percentage to 

30% gross or 16% net or above or he 

may be placed on probation subject to 

subsequent disciplinary action in 

accordance with Section 5.5. of the 

Vendor Operating Procedures Manual.  

Included in the written warning will be 

a list of deficiencies and plan of 

operations for improvement.  Also, the 

vendor is not eligible to bid on any 



 

 

location while in violation of this policy. 

The Vending Facility Program 

specialist will assist the vendor in 

implementing procedural changes to 

improve operations during the three 

operating periods and will submit to the 

Administrator a biweekly progress 

report noting action taken to improve 

operations (due on the first and 

fifteenth of each month following the 

date of receipt of warning).  In the 

event the three operating periods fall 

during a time of inactivity for the 



 

 

location (e.g. plant closings, summer 

break, etc.), an extension may be 

given with the approval of the 

Administrator.  At the end of the three 

operating periods, the vending facility 

specialist shall certify to the 

Administrator those vendors whose 

average profit, excluding rent, 

continues to fall below 30% gross or 

16% net.  Included in such certification 

shall be a recommendation to; (1) 

place the vendor on probation subject 

to subsequent disciplinary action in 



 

 

accordance with Section 5.5., (2) close 

the location and place vendor in 

displaced status, or (3) continue 

operations based upon extenuating 

circumstances with written approval of 

Administrator.  Such recommendations 

shall be based upon the following 

conditions: 

1.  Probation.  If the vendor has failed 

to correct the deficiencies noted in 

the written warning or failed to 

follow the improvement plan and 

the average profit percentage, 



 

 

excluding rent, continues below 

30% gross or 16% net, he/she may 

be placed on probation subject to 

subsequent disciplinary action in 

accordance with Section 5.5. 

2.  Closure of Location.  If the vendor 

has followed the plan of 

improvement and corrected any 

deficiencies noted in the written 

warning, and the average profit 

percentage, excluding rent, 

continues to fall below the 30% 

gross or 16% net margin, he/she 



 

 

may be placed in displaced status 

and the location closed due to 

unsuitability as a profitable 

operation.  He/she retains all rights 

and privileges afforded a displaced 

vendor as provided in the Vendor 

Operating Procedures Manual. 

3.  Operation Under Adverse 

Conditions.  If the vendor has 

corrected any deficiencies noted in 

the written warning and followed 

the improvement plan, and the 

average profit percentage, 



 

 

excluding rent, continues to fall 

below the 30% gross or 16% net 

margin, the Administrator may 

authorize continued operation of 

the facility.  For continued 

operation under adverse 

conditions, the Vending Facility 

Program specialist must certify in 

writing to the Administrator that 

closure of such a location would be 

detrimental to the Vending Facility 

Program as a whole.  The vending 

facility specialist shall continue to 



 

 

report biweekly (on the first and the 

fifteenth) regarding actions taken to 

improve profitability of the location. 

4.2.19.  Telephone Bills.  Vendors are 

authorized to charge as an operating 

expense the maximum charge for a 

single business line telephone.  

Features such as call waiting, call 

forwarding, or other accessories will 

not be allowed as operating expenses.  

Vendors are responsible for the 

purchase of their own telephone 

instrument and this is not an allowable 



 

 

equipment or operating expense.  

Payment of telephone bills is the 

responsibility of the individual licensed 

vendor and not the responsibility of 

the Vending Facility Program.  Long 

distance charges will not normally be 

allowed as an operating expense.  If a 

vendor feels that a long distance 

charge was necessary for the 

operation of the vending facility and no 

other alternatives were available, then 

the vendor should submit an itemized 

list of the long distance charges as 



 

 

supplied by the operating telephone 

company for long distance service to 

the respective specialist for approval.  

An explanation of the applicable long 

distance charge or charges must be 

submitted in writing by the licensed 

blind vendor to the vendor's specialist. 

4.2.20.  Drugs or Alcohol.  Possession, use or 

consumption of drugs, alcohol or other 

substances by vendor, or staff, while 

on the premises is not allowed.  

Violation of this policy is grounds for 

automatic revocation of the operating 



 

 

license.  Reasonable exceptions to 

this policy will apply to medication as 

prescribed by a doctor, dentist or other 

health care professional. 

4.2.21.  Non-employees.  Any person who is not 

employed by the vendor as extra help, 

whether essential or non-essential, will 

not be allowed to stay or loiter in the 

location.  Suppliers, regular customers 

and repair individuals are excluded. 

4.2.22.  Merchandise Loss.  Merchandise, that 

is stolen or damaged due to 

circumstances beyond the manager's 



 

 

control, will be replaced.  The 

manager must inform their Specialist 

of the loss and send them a written list 

of the merchandise that needs to be 

replaced.  When the list is received 

and processed, a check will be sent 

for the merchandise replacement. 

4.3.  Evaluation of Vendor 

4.3.1.   Purpose.  The purpose of vendor 

evaluations are to assure that the 

conditions of the permit and regulations 

are met, to assure that customers 

receive continuous quality vending 



 

 

services, and to assess factors that are 

considered when a vendor wishes to 

be transferred or promoted. 

4.3.2. Evaluation Procedures.  An evaluation 

should be completed by the vending 

facility specialist at least annually 

unless circumstances warrant 

otherwise to document his 

observations of the vendor's 

performance in such areas as: 

neatness and cleanliness of facility, 

food protection, personal appearance, 

customer service, marketing and 



 

 

merchandising, and fiscal information.  

The vending facility specialist's 

observations will be discussed with the 

vendor.  The criteria to be evaluated is 

contained in the basic guidelines for 

facility evaluation (see Appendix A).  A 

copy of the evaluation, signed by the 

vendor and the vending facility 

specialist, will be provided to the 

vendor at the time the evaluation is 

performed.  A copy of the evaluation 

will be placed in the vendor's personnel 

file. 



 

 

4.4.  Facility Audits 

Audits may be performed at any time on any 

location within the program by Vending Facility 

Program staff.  The audit procedure will include 

the following: 

1.  During the audit, the vendor will be replaced 

by the office.  The office will pay for the 

extra-help person working the location in 

the vendor's absence.  The vendor will 

retain all current benefits during the audit 

period. 



 

 

2.  A complete review of the payouts and other 

financial data collected on the specific 

location. 

3.  The financial status of the location and 

findings of the review will be discussed with 

the vendor and, as needed, written 

recommendations will be discussed with the 

vendor by the Vending Facility Program 

office. 

4.  If corrective action on the part of the vendor 

is recommended, a specific period of time 

will be designated for improvement to take 

place. 



 

 

5.  If the situation is not corrected within the 

specified time, the vendor may be placed on 

probation in accordance with policy 5.5 

(Disciplinary Action). 

4.5.  Annex Locations 

The vendor of a vending facility interested in 

adding an annex to their location must contact 

the VFP Administrator to discuss or present a 

detailed proposal of the operations in order for 

the annex to be considered. 

The VFP Administrator will review and evaluate 

the proposal and make a recommendation to 

either open the annex or not open the annex.  If 



 

 

the vendor does not agree with the VFP 

Administrator's decision, he may pursue the 

matter in accordance with Section 11 of the 

Vendor Operating Procedures Manual. 

Should the annex be approved and become 

operational, it will become part of the original 

vending facility location.  The vendor will 

operate the annex under all guidelines and 

regulations in the Vendor Operating Procedures 

Manual and process the day to day operations 

through the original vending facility location.   

If the facility goes up for bid, the annex will be 

included in the bid and award.   



 

 

 


